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GUIDE FOR RECORDS OFFICERS

1. In order to keep our collection meaningful and mansgeable,
constant review and purging is necessary. However, no document may
be destroyed unless a Records Officer has td}udgu& its *uhle*wmcy to
the CS missiop. Although the R. O.!s are pribdsilsh RiBke for .
this activity, every CS employee has'sa partin Wmh@uﬁﬁi@&p&ng task
2nd must be mindful of his or her daﬂy ratpwﬂbﬁiﬁntiﬁ z'nlhc.ordn
handling and management. :

2. Every gmrarnmant and pﬂvm orgariktios se

tMy increue in numbm- and. bacom wma
tion and every person must carpy out.contf .7
selection and purge of uaeitan itama. hWWH‘. mdfdt i3 ﬁjiﬁﬂ% and
businssslike. ' : b by :

A. What Records Cannot Be Dgstrwn&é<,-

. 1. Before we can sele.ct documontn.,’xt'qm,id‘entructimf ’wé must have 2BX1A
a clear understanding of the type of materials which we must retain,

b, Similerly, we must t'etalu marda abms m oy m:mtionﬁ
activities and persormel, I FERN ek

c. Often, we are ,entruutﬂd wiﬁ:&ntbe% %ﬂl"“’f
intelligence matexial of other U. 8.4 : g, o '
1f such papers are relevant to the:CH wilssion M »#hcm.kd be
retained because we have the responsibliity for the wa&wmnmce
of a central foreign comerulutﬁﬁgm'& rtpodtnw% S
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1. At times we have the opportunity to‘exploit or gain ., ..
possession of specialized collections of documents. These papers
must be examined; those which further our mission should be se-~
lectively incorporated into our holdings.

: e, Certain other documente, including overt publit*mbitms.
_will contain data about intelligence actiyities. and. i
about persons and organizations’ iniﬁ:ic&t%w & U,
interest, not available from other sdurces.. This type nﬁiﬁfomaw

tion is vital to the conduct of our activitiu am must w w&spt in )
vur collection. : L e o v

B. Ths Records System - Somo Comnon M s

1. Bacam MﬁawxﬁwWﬁwr capnot
zmd his authorfty, it ie incumbent on: M%, ‘
document, enclomire,. and: m;;hmcnmu‘“ -

i before he suthovisss destemation or iyl '
. other C8 personnel:have wbt Ev.llf undﬁ
phases and proceduru of the ucozd#jj

B "Microﬁlmad"l)ocments

_,-—"M
0 lﬂ.;« ‘yu When ravi .g.ﬂoﬁﬁnem“ RN E o
. "ﬁf i ‘3{ observed a notation t the documw fy&s:_;;:

L Ty fore,: they bhave auumed that the infos i i
AT . . able and, hence, the document can be: dl!tf’ay&& ‘Sach l&, '
;H ’ case, Authoriszation to @estroy a "Mﬂmﬂhﬁe&“ dﬂcumﬁmt gnag_tjg
g ‘ in the destruction of all index carids’ to the &

destroyed transmittal dispatches ﬂﬁm wmuwing ti!ﬂh“ mmmmuu
which had originally arrived with the dilpltchﬁ! iu qmax
~ destruction could result in the Jous of alk dental
attachment which might well be of,c,&; ntfren

- ’ Ldgd et e sl 'a{ s

‘sscnmth W“‘” .

i
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3.

<. infinity Symbol on Index Cards -

The Infinity Symbol appearing as the final entry on an
index card is an aid to name tracers because it signifies that all |
periinent information on the person carded has been extracted 5
from the documeni. This fact alone does not warrant dasﬂtruction
of the document which could have othé¥ v:a&mble. d&tﬁ
if destroyed, could result in the inasﬁv% Mag o
index card and possibly of other index cards. Re :
therefore, should judge documents for retonﬁm or dea PO _
on their entirs content and not on mdazmz that mxgm hams &mﬂn
done. :

'mumuinqted“ Document

The fact that the content oi 2. G aog
"disseminated” is not, in itself;” a-valld'veasen foy deon}
of the CS document. The R, O. must M certaln. tm' o
CS value are indexed and that iniomm oi 6& M
retrievable.

e. Overt mmx _ e

sources or materials should not hl demwad for ﬁm; ihGon only.
Unique, valuable Cl information may coiie {¥orh césrt'sl
A name check in the Maih Index will \wt y!el&whih imm&w un-
less it has been recorded there.

f. "ODld Information'

No docuxnent should be deﬂ; : s -
because it contains "old informtibm“ &mlaﬂv.,thmlmmaﬁ “
2n agent does r-  justify destruction. a! inﬁ&m&m abou o
ageni's past acuvities. The significance ”
tinence to CS are the only factors wh -
or retention.

g. Special or Auxiliarylndiu!ﬁ% fei

In addition to RID’s Main Index, we have nmmwui , pecial
or auxiliary inﬂicon. ‘For example;. Bmfﬂnhjvn# W"%@,in@@x

Approved For Release 2002/01/22 : CIA-RDP68-00140R000200310012-3



25X1X1

Approved For Release 2002/01/22 : CIA R[{PG (}):01r140R000200310012-3

-k -

-

h., CS Copy _ and Extra Copy ' ' CoLT T R

Ocrasionally, when reviewing a‘fﬂe- for tiastriml:i
R.O.'s or others may come upon 3 copy of ; ’ﬁocm&%
not been stamped '"C8 Copy! but whidh;: :
interest. Inthe absenoe of knowledge‘cf. h&“wlibmhﬁbﬁ
C3 Copy, the document should be reta&nw awm mmgﬁ% ;
could possibly re:ult in duplicatim. R I

i, Coordin,ltion

critical importance to another. No R. 6"""”may'an ‘ ‘thimf
document contains nothing of value ts indthier €S cempo
if information pertinent to another - component-ig
the paper. Therefore, coordination with ail int
components must be carried out before materia
or de-indexed. Failure to coordinate has been
mon failing in the destruction process.

ILLEGIB

i+ Lecating “LcltvDocumentqﬂ‘if""jj_' ‘

“arry a notation such as: "Docm‘n&nf'
"Document not in RID/Files, " Mfatho

[POUNRPRUN S BN SRS

ment which cannot be locg;ed,

k. Destruction of Entire Filesi«

" In the past gome operatinml d nm
‘ ly classified into udminhtrauve file catege
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AVAILABLE
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c. Itis preferred that a reply which pertains to the subject

of a 20! file be placed in that file even if the reply does not other-

wise meet current retention criteria.

3. Predecessor Agency Docﬁrhents

Predecessor agency ma.terialt (-uch as OSS’ ‘records) pr :
not destroyed. They may be indéxsd, de-i.pﬁgﬂm&.E or. re-ind' ‘
if appropriate. The R.O, for their PUrposes, phonld ioriward th‘_i..h.

25X1A materials to RIDJJJJJ Roo 2618 L mnrdh
2GR A IR
cd AR e L L oemie .
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